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1. In Wrief, the recommemdation assuses that time may be saved
by aliminating the present system of posting and adjusting, by means
of the expense IBM run, individual obligations in the ledgers and
subztituting a system of adjusting the obligation document MOR's from
the sxpense run and summrizing them by adding machine tape and posting
monthly in susmary to the ledgers. As a part of this system 1t would
be necessery t0 add "Obligation” and "Unobligsted Balmnce” colums to
the cwrrent HOR number record in order to ™ ¥t gatiafy legal require-
ments for recgording obligstions and for s check to see the allotwent
is not over obligated”. (Quoted from Tad A to referenca,)

The following disadvantages appear to ocutweigh the advantages both
as to time-gaving and finaneisl control.

#t. The posting to the additional columms on the MOR nurber
record is sn additional operation and the unobligated balance:
figure would become mesningless since the proposal does not
provide for reconciliation with the expense rux; i.e. these
obligation figures would never be adjusted to actual expensas.
Reconclliation could perhaps bae made on a monthly summery basis
but this would be another adfitional operation.

be. Pursuant to discussion with mesbers of the asudit staff the
preparation of MOR's for payroll items was discontinued in FY
1960, Adoption of this recommendatics would require reswmption
of the preparation of payroll MOR'e and these items are mmerous.

¢. Freguent reference is made to documents in the MOR file by
persons outside of the Aceounting Unit., A sharge-out files
raceipt system would have to be established and rigidly enforeced
to svoid the omission of MOR's at the time that adding machine
tapes were being ™un on them. To be useful, the files recelipts
would have to inciude the smount posted on the MOR. The prepa~
ration, filing and removal Irom the files of thase receipts would
represent a considersble amount of time and provide opportunity
for errors by the entry of wrong figuras on the recaipt by porsons
not familiar with the MOR form itself.

d. BHumsrous enguiries are made by case offlcers as to mmownis
obligated against specific projects. Cwrrontly this iInformetion
is available on & single ledger sheet. Under the recommendced
pocedure it would be necessary to thub through all the MORts
for the countyy, run an adding machine tape on those for the
project in question and then refer to the ladger for the prior
nonth-end cunitlative total to add to the taps total.
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e. Under cuwrrent procedure some tims is seved snd records
condensed by the assignzment of s single NOR nuosber for use on
all items of the same kind such as reimbursements W Siate and
ICA, military rolls, storage charges, etc. Haintaining a
ruosoing wnobligated balance on the MR record sheet as suggested
{1ast centence pars. 1} apparently would require preparation of
an MOR for esch individual item now grouped as indicated above,
thus necessitating the preparation of s great many more MOR's
with a corresponding expansion of the MOR files smd complicetion
of the usa thereof.

f. Comsidering the purely manual operation involved in the
rocommendation, it appears that 1t would ‘take muth more time to
turn over, vith the left hand, each MOR with attsched documents
{grostly incressed in number ss indicated under "e” above) while
running an adding machine with the right hand than is regquired
to add s column of figures from a ledger page. Also, it appears
probeble that the inersased nunber of MOR's would Increase the
tine reguired to perfora the reconciliation with the expense run
to an extent which would further offset sny time saved by
sliminating the cuwrrent procedure of comparison of the axpense
rug with ledger postings and making adjustments thereof om mn
individual ttem basls.

2. Considering the disruption that would be caused in an organi-
gation the size of FE/BF by making & chenge in procedure of the
magnitude recoomended, it is suggested that ir the proposal is
deemod to have merit, it be tried out in & BF office vhare the
fungtions involved sre comparsble snd sre performed by one
infiividusl. An sctual time study would be moch simpler with
Juet one person.
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1. It is suggested that expenditures Drom the Petiy Cash fund de
charged to the Headguarters SBupport Cost Center rathsr than to individual
pojeet o country cost centers es is presently dons. The recompandation
states that the mmjority of individual expenditures are for amounts
ranging from less than one dollar to approximmbtely three dollars. While
it is true that the mejority of the items wre s=mmll it is also frue that
over 804 of the funds axpended sre for direct operational purposes such
as loeal entertainment. For the monthe of July and August 1960 these
suns wers approximately $31% and $360 respectively.

2. In &discussion with the Approving Officer 1t was datermived thet
adoption of the recommendetion in sc far az the smmll ¢ab fers and postage
items are concermed would be sppropriate but that the larger oparational
expenditires should continua to be charged to the aspecifie wrojects o

3. In accordance with the foregeing, this recommendation will e
partially adopted.
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1. With regard to the listing of "Division Cost Centers™ currently
prepersd snd distvibuted it is suggested that (s) the number of coples
being distributed be re-evaluated and (b) sufficient eoples of the list
snd asendments furnished by the Comptroller's office be obtained to
eliminate the preparation of such lists in FE/BF,

2, ‘The "a" paat of this recommendéation has been put inte effect and
the distribution has been conslderably relduced.

3. HWith regard to the "b” portion of the reconns
recognized timt sveilabllity for ready reference purm«a of & m,}set
listing in mamerical sequwmnce wnder esch country is highly adventagecus
for persons vhose work requires the use of cost centers. The list
furnished anch fiscal ysar by the Comptrollerts office, even though it
is double spmced, would not scoummpdate interlinsation of nev projects
for a full yessrr. To thuwd tihrough the sheaf of amemdmente vhich grow
%o a comsiderable thickness toward the ond of & year would be 8 very
time consuming and frustrating activity for persons in freguent need of
such Information.

k. In accordance with the foregoing, this
adopted in pxrt.

#5047 BEALRID ﬁm 1&* m
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1. It is recommended timt the I list of "Btatus of Advencas”™ be
noted as 1o agtion taken on esch iIndividunl and forverded o the Pinance
Division through the Chief, FE/Bupport thus eliminating the bie-monthly
%¥yping of all entries on the list wnder cwrent procedure which utilises
the 1ist as notification zmedia tc employees and a work sheet in FB/BP.

2. It is wnderstood thet the FR Divisicn snjoys & very good
reputation vith regard to effective control of advance accounts. Strange
as it may ssem this iz attributed, at least in pwrt, to the sslutary
effect of receipt by & delinguent individuel of his cut oub poartion of
the IB rum bearing a largs-lotter stamp: DELINGQUENT.

3. In view of the affectivensss of ow present notificstion
precofure it appears inndvigeble to change 1%; however, recognizing the
perit in the recommendation it will dbe adopted in part as follows:

a. Delinguent accounts will continus %o be cut out of the I'M
list and forvarded %o individusls.

b. The remsinder of the list will de appropriataly noted for each
account and forvardsd t© the Fimancs Division by 8 trensanitial
meaorandun which will include & report on the sceounts cut out

of the liet.

k., Partial adoption of the recommendation as indicated sbove will
aliminate better than 90% of the typing that bas bean done in the past.
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- mnaaammmaruwmmmmm&
time ét approxisately 2 weeks bDetween rece ipt of and reply to diaprutches
¢ 13 recommended that & time 1imit be emtablished for replying %
Jispatches. A similar spot check indlcated cable repliss within one

5. 7o establish s "due date” for replies to dispatches would
mm;amsm&mmwmmwmmww
clerical/; tarial persomnel. Since there sre only three pewsons
mmmmmmumpxmw&mmsawmmwwm
sccomplishment of prompt replies should be possidle by placing responsi-
bility upcn these persons without setting up & special procedzre, For

persons. In 83 Organ sation of this size snd ﬂﬁa& duties there nust
e considerable Tlaxibility for dotarmination of priorities.

1. Pursusnt to the forsgoing it is deomed insdvigeble o em‘a}:.hg
B mzﬁ,‘&c tims 1imit and establish & follow-up procedure for roplies to
dispatohos.
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1. 15 recommended that FE/BP 1limit the £iling of Agemey
mmmmeammmmﬂwmwmmmm
the Ssetion.

3, The value of this suggestion was obvious and it has deen put
into effect. The mmber of folders and safe space required for this

fummmmwmmmmmwmmmmm
be facilitatad.
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Recommendation Nwsber 7:
1. The consolidation of field correspondence cadbls and dispateh
folders and the use of stendard 11 pt. ! t folders is recommended.,

» 2. The suggested consolidation would result in seXing the rolders
too thick far convenience in handling end incroass the time reqguired to
locate o reference. Since the review wss made at the beginning of a
fiscal yser this wmy not have been appsrent.

3+ It does not appesr that any sivan would acorue 0 el

&. The besvier, metal tab folders now in use were cbiained
second-hand and, thersfore, represeut so sdditiomnl cost o
the Government.

be Wmmﬁnuafmmfmumai’mwy'm
value (as stoted in recommendation), only the conteuts sre disesrded.
The folders are used indefinitely.

&. Since the heavier duty folders aow in use will presumbdly out-
Muwwumwmmmzmm, their
mmuwtmetaumsmmmmtmammatm.

4. It does not appesr that the difference in thicikness of the
mma;‘nhmmwmmfnxdawmmmwm'mmt
a saving of "% about one half of the safe space now required”
1.e., two drawers.

e, MWM&MMQﬁt@mmmnym,
being flimsler, are lass convenient for use.

3., In view of the foregoing theve does not appesr o be sufficlent
advantege in the recommendation to Justify adoption.
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1. Elimimstion of the ewrrent "separate covar dispatsh log" and
substitution of & "hold" fila for retantion of such items until the
transmittal dispetoh 13 received is recoumended. It i5 stated that
notation on the transfer dispatch routing sheet of the date of receipt
of ihe separate cover attuchment would adequately decummnt receipt of
the Separets Cover Atftachmant.

2, The recommendation has merit but appesrs 0 overlook one
oparation; the fairly fregummt necessity to dstermine vhether an 5CA
bas besn received. This determination must be msds upon receipt of
avery dispatch S0 an BCA and, with some frequency, fox reply
to inguiriss from P and the ¥E Branches. In this commection it
wust be recognized that SCA's are fregquently received bafore the
trensmittal. Since Abstract File Slips are 2ot used on SCA's,
determination as £0 receipt thereof must be mede by a physical sesrch
of those on hand or the ssintenance of some sort of listing record.
The procedure Ia use utilizes the latter method.

3o nuw:mmmxmmrmﬁmrwm-
forming this operation that the time required to record receipt of SCA's
is wore than offset by the $ime saved in not having t% mmke a physical
check of SCA's sach time that it ig necsssary to determine whether one
has beon yeceived.

4. Since the cwrrent procedure was devaloped by the parson using
it, zorale consideretions alone night be sufficient resson %o avoid
compelling & change at this time. This consideration taksn together
with the apparent slightness of any actual time saving that might be
effectad makes adoption of the recommendation appear inadvissble, at
lezst at this time.
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1. It is proposed that there is no purpose in maintaining a file
of Abstraet Plle Slips for incoming dispatches which ramsin in Fi/EF as
is cwrently done and that such prectice should be reduged o maintenance
of the file for only those dispatches which are forwardad out of the
Secticn. It is contended that regulations 40 not reguire logeing at
this lavel and thet 1t serves 2o pupose since the rocommemded file
would show dispocition of dispatches forwerded fyom the Bectlion and all
others muat be on fils in the Sectlion.

2. The advantage of reducing the volume Of Abstract Flle Slips
would obviously feeilitate use of the file for reforence pRposes;
however, the following disadventeges would mmmmmtm
of the current procedure:

2. In meny cases the olerk msintaining the file does not know
vhother a #ispatch will be forverded oo remmin In the Seetion
wmtil action is indicated on the route slip by the Seetion
parson teking action; therefors, she eould not take sction in
rogard %o filing or not iling the slip wntil the dlspatcoh s
retwned to her. This would mean that the &ispatch would be
wiregorded for a paricd which might extend to & fow days.

b. Hoteing on the file elip the Section Individwml 4o vhom the
1 was dirvected is & distinet eid $0 locating ones recently

dispatch
received and mot finelly processed.

¢, There are six Section files in which dfspatches mmy be filed;
thorefore, the mere knowlsdge that a dispateh is in the BF Section
would not serve as an sdegquats locater.

d. In the cuge of & dispateh not readlly loeaied in the Saction;
and for which no slip ves filed since it wes noted for retention
in PE/BF, it would be necassary to call [t Geternine that 1t
actuslly had been fuwrwarded to FR/EF.

25X1A 3. In view of the foregoing - aad since it eppesrs thet more time
might be lost in seerching for digpatches than is mow used in maintaining
& rocord of their disposition - adoption of the recomendation does not
appesx to be Justifled.
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1. Coubination of the log for “Non Accountable Msnifests” and
the log for "Non Accountable Menifest Ssparate Cover Attachments” by
the addition of one entry on & single form is recommended.

2. Though the sdvantage of combining the records on one forn wae
1mmdiately recognized, consideration of the fmct that somatimes an SCA
is received prior to receipt of the manifest frensmittal and the
dapirability of posting "In” and "Out” dates for both {one 13 not always
held mmtil the othar is received) leed to the conclusion that a single
additional eolumn would not be adeguete.

3. The principle of the recomuendstion hwe besn adopted by revision
of thae form 40 include the following columns:

HANX DATE DATE SCA DATE DATE
Ho In Qut %o In Out

Whichever is received first, the "Mani” or the "SCA” will be posted
entirely and wpon receipt of the other 1t will be posted in the remsining
appropriate columms.

L. The basic recommendation of combining the loge bas been adopted
as indicated sbove and will be put into Eactice as soon as sppropriste
forne can be prepared.
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Recommendation Number 11:

1. It is suggested that the amownt of informstion posted t© the
Travel Order Log be reduced sinece similar information is svaillable from
other sourcss such as the travel order “book" (file of travel order
copies), the vheel file or travel order copies filed in thae Aesounting
Unit ¥OR File.

2. Under present procedire the Travel Order Log (from which travel
order mmbers are assigned) is the initial vecording of a travel order
request and is the sole reference scurce umtil the travel order is typed
and approved. Copies are neither filed nor posted to the osrd record
wmtil an approved copy is returned to the Unit. The dals posted to the
Log is omly thet which is neeessary to ausver normsl inguiries.

3. The Travel Order Log was referred to in the most recent budgat
preparation exercise to obtain & count on TDY/PCS trips.

k. The soncensus of the persons at the wrking level Lz to the
affect that the cwrent postings take but ssconds and accomplish an
asctunl savings in time that would otherwize be used in search for the
informetion froa some other sowrceo.

S, In view of the foregoing it does not appesr that adoptlcn of
this recommentation would be advantageous,
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